
1. Go to ADE Home Page and Select “Common Logon” Link.
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2. Enter  Your Common Logon Username & Password 
(District Level Access Required).
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3. Select “ARRA Recipient Reporting” Application.
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4. LEAs with incomplete information will be directed to the “Sub Recipient Edit” 
page. Otherwise, you will be directed to the ARRA Recipient Reporting Home page.
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5. This is the “Sub Recipient Edit” page.  Enter Sub Recipient Information  then click 
“Update” button to save data.  Required elements are marked with a “X”.
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6. This is the “ARRA Recipient Reporting” application Home page. Click “Sub Award(s) 
Information” button to view list of approved ARRA grants awarded to this LEA.
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7. This is the “List of Sub Awards” page.  Click  the “Edit Jobs” button to display the  
number of jobs created and/or retained to be updated.   
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8. Enter the number of Jobs Created and Jobs Saved for each Sub Award then click 
“Update” button to save.
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9. This is the “List of Sub Awards” page.  Click  the “Vendors” button to navigate to 
the Sub Award’s List of Vendors.   
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10. “List of Vendors by Sub Award” page. Click “Edit” button to navigate to Vendor  
Information  Edit page.
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11. “Add/Edit Vendor Information” page.     
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12. Navigate across pages using page links.     
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